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1.0 Welcome to beta.Certify.sba.gov

beta.Certify.sba.gov enables Womédwned Small Businesses (WOSBs) and Economically
Disadvantaged Womei®wned Small Businesses (EDWOSBSs) to manage eligibility documents for the
WOSB Federal Contract Program more efficienfijne U.S Small Business Administration (SBA) has a
variety of programs to assist small businesses compete for federal contralseta.Certify.sba.gov
enables WOSBs and EDWOSBSs to organize, complete, and submit applications to the S&derfar
governmentcontracting and business development program certifications.

1.1 Background and Scope

beta.Certify.sba.gov is technically enhanced for managing the certification process of WOSB/EDWOSB
program applications. The scope of this beta.Certify.sba.gov WOSB gskle is to provide detailed
assistance and guidance on how to utilize the primary functions of this system. This manual includes
screenshots and descriptions of the system functions and capabilities, dtggstep procedures for
system access and use, ardntingencies and alternate modes of operation.

1.2Who is beta.Certify.sba.gov for?

beta.Certify.sba.gov is for:
9 Individual(s) of the qualifying Firm who are applying for SBA small business programs
1 Individual(s) of the qualifying Firm who areligible to join the WomarOwned Small Business
(WOSB) Program

20* =LAK %=L 1L9JL=<H

2.1 Logging In

This section explains how to complete an authenticated login into the SBA portal. New users should
create an account before signing into the portal. Exisg users should log into the portal, using the
credentials provided during the account creation process.

2.1.1 Create an Account

New Users should have the following detatls create an SBA account:
1. ADUNSNumber for the business
2. A completedregistration in the System for Award Management (SAM)
The user can access the account creation page through two methods:
Method 1:
l.  Click thelGet Startedbutton
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or

I1. Click thelCreate Accountbutton

1. Obtain a DUNS Number
Visit DUNS Request Service to apply for your DUNS Universal Numbering System (DUNS) Number.

Visit SAM.gov and click "Create an Account” in the top right and proceed to create an indivisual

Account.

3. Create Your SBA Connect Account Ai?;ﬁf,t

Click on the "Create Account" button to begin the registration process.

2. Register in the System for Award Management (SAM) “

. Click thelAcceptbutton in the ITerms andConditionsipage
IV. ThelogingovH9 ? = K @GMD< 9Ciddte nlagcouthAD A MC L IG®= |

Email address

() Show password
Password

[ Create an account

Method 2:
I.  Click thelLoginfbutton
Il.  Click thelAcceptbutton in the | Terms and Condition&page
. TheLogin.govH9 ? = K @GMD < 9Cidate Ankaecouttdtton C L @= |

The following instructions help tareate the SBA account

l. Enter theemail address
II.  Click thelSubmitAbutton
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Enter your email address

Email address

),

Ill.  An email withthe link to create an accouris sent to the email address provided during account
creation, and the portal should display the below message

d Check your email
We sent an email to iamjohn53@outlook.com with a link to confirm

your email address. Follow the link to continue creating your
account.

Didn’t receive an email? Resend

Or, use a different email address

You can close this window if you're done.

IV. Log into the email address provided during account creation and vie&/email from login.gov
V. | DA; Confirn@mailaddres& : MLthe®rk gived in the email

O LOGIN.GOV

Confirm your email

Thanks for submitting your email address. Please click the link
below or copy and paste the entire link into your browser. This
link will expire in 24 hours.

T —
https://idp int identitysandbox gov/sign_up/email/confirm?
_request_id=26681b1b-b726-494e-ba7i-

eb127201213d&confirmation_token=kRwHbYcfpx8RGJyzv3Lx

VI.  Click the button or the link to open up thereate passwordrage:

1. Enter a secur@assword(Click thepassword safety tipsink or |+ iconto view safety tips)
2. Click theAContinuefbutton
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@ You have confirmed your email address

Create a strong password

It must be at least 12 characters long and not be a commonly used
password. That's it!

) Show password
Password

L)

Password strength: ...

Password safety tips +

VIl.  After creating the password, set up tleecond authentication method
1. Choose the preferred second authentication method from the options list
2. Click thelContinuefbutton

@ You have confirmed your email address

Create a strong password

It must be at least 12 characters long and not be a commonly used
password. That's it!

) Show password
Password

L)

Password strength: ...

Password safety tips +
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Select an op[ion o secure your account:

(O Authentication application
Get codes from an app on your phone, computer, or tablet.
Recommended because it is harder to intercept than texts or

phone calls.
MORE SECURE

(O Security key

Use a security key that you have. It's a physical device that
you plug in or that is built in to your computer or phone (it
often looks like a USB flash drive). Recommended because it

MORE SECURE

is more phishing resistant.

Phone

I{' -
'

Get security codes by text message (SMS) or phone call

(O Government employee ID

Insert your government or military PIV or CAC card and enter

your PIN

© Backup codes

We’'ll give you 10 codes. You can use backup codes as your
only authentication method, but it is the least
recommended method since notes can get lost. Keep them
in a safe place.

LESS SECURE

Continue
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VIII.  Confirm the chosen method in the next page by clicking f®ntinuefbutton pdminitation
IX. '> F==<=<J] ; @9F?= L @= Clibese &differeht metholl; CAF? GF L @=
Note:Users should utilize this second authentication method whenever logging in with the credentials

2.1.2 Existing User Login

I.  Go to the URbeta.Certify.sba.gov
II.  Click theLoginbutton

lll.  Click thelAccep® ML L GF Te@fs ard @onditiond H9 ? =

Terms and Conditions

« You are accessing a U S Government information system, which includes (1) this computer, (2) this computer network, (3) all
computers connected to this hetwork, and (4) all devices and storage media attached to this hetwork or to a computer on this
network. This information system is provided for U.S. Government-authorized use only.

« Unauthorized or improper use of this system may result in disciplinary action, as well as civil and criminal penalties.

« By using this information system, you understand and consent to the followmg

o You have no reasonable expectation of privacy regarding any communications or data transiting or stored on this information
system. At any time, the government may for any lawful government purpose monitor, intercept, search and seize any
communication or data transiting or stored on this information system.

o Any communications or data transiting or stored on this information system may be disclosed or used for any lawful
government purpose.

o Your consent is final and irrevocable. You may not rely on any statements or informal policies purporting to provide you with
any expectation of privacy regarding communications on this system, whether oral or written, by your supervisor or any other

official, except SBA's Chief Information Officer.

IV.  Enter the credentials in théogin page
1. Enter theemail address
2. Enter thepasswordprovided during account creation (Enablshow passwordoption to
view the password as it is being typed)
3. Click thelSigninAbutton
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Email address
9)

() Show password
Password

2

[ Create an account ]

V. Complete twefactor authentication
1. Enter thesecurity code or OTBased on the second authentication method chosen during

the account set up
2. Click thelSubmitAutton

Enter your backup security code

You can use this security code once. After you enter it, you'll need to
use a new key.

1
Security code 1

mz

Don't have your backup codes available?

Choose another authentication method

VI. ! DA; Bgree @d Cdntinud : MLLGF GF L@= F=PL H9?-=
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@ Backup codes configured successfully.

&

You've created an account with
login.gov

We'll share this information with SBA_test:

@ Emailaddress
ws4444testuser@outlook.com

@ Updatedon
Not yet verified

SBA_test will only use this information to connect to your account

‘ Agree and continue ’

2.2 Claim Your Business

To apply for smalbusiness programs, you need to have an active account in SAM.gov. Your SAM.gov
data will be used to determine eligibility. Please make sure your SAM.gov data is current when you
submit your Certify application. Changes to SAM.gov may take up to 72 hoursligplay in
beta.Certify.sba.gov.

The System for Award Management (SAM) is a Federal Government owned and operated free website
that consolidates the capabilities in the Central Contractor Registration (CCR)/FedReg, the Online
Representations and Certifations Applications (ORCA), and the Excluded Parties List System (EPLS).

I.  Enter the following details on the claim business page:

a. DUNS Number The Data Universal Numbering System (DUNS) Number is a unique
nine-character identification number provided by tb commercial company Dun and
Bradstreet.

b. TIN/EIN Number A Taxpayer ldentification Number (TIN) is an identification number
used by the Internal Revenue Service (IRS) in the administration of tax laws. It is issued
either by the IRS or the Social SedayrAdministration (SSA). Choices provided for the
2", LQH= AF; DM<= #EHDGQ=J '<=FLA>A; 9LAGF
al1i1, A

User Guide Draft (v1.2) | 7/2020 Page 11 of 71



c. MPIN Number The Marketing Partner Identification Number (MPIN) is a-seffated pdminsraton
password from SAM.gov.

DUNS Number *

(9 DIGIT NUMBER no spaces or dashes)

TIN/EIN Number *

(9 DIGIT NUMBER no spaces or dashes)

MPIN *

(4-12 CHARACTERS)

ll.  Once details are entered, click tHEindfbutton

lll.  The portal displays the Business details related to the entered DUNS Number
SBA will only accept submissions and digital signatures from qualifying business owners. If you
are NOT the business owner, please not proceed. In order to protect personal financial
information entered into the system, only the qualifying business owner will have access to
their business records.

IV. Verify the details and click théClaimAbutton. Once completed, the business is aaed
successfully

2.3 SBA Basic Eligibility

2.3.1 Size Standard Compliance

After claiming your business, the application verifies whether your company meets the small business
size standard compliance by verifying your NAICS code and collecting yoBRE H9 FQAK 9 KKG; A
employee and revenue details.

The North American Industry Classification System (NAICS) is the standard used by Federal statistical
agencies in classifying business establishments to collect, analyze, and publish statistical datzdela
to the US business economy.

On claiming your business, the application displays the NAICS code associated with your business for
confirmation.
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SBA Eligibility - Size Administration
Confirm this is your primary NAICS code:
() Yes
O No
"> L@= <AKHD9Q=< , '1!1 ;G<= AK FGL QGMJ HJAE9JQ ,

in SAM.gov before continuing with the program application.

'> L@= <AKHD9Q=< , '!1 ; G< AK QGMJ HJAE9JQ , '!1
>L=J ; GF>AJE9LAGF G> QGMJ , "!'1/1 QGM F==< LG HJI(
=EHDGQ==KA3 | FFM9D J=N=FM=A >GJ L@= FME: =] G> Q=
details, the application runs the standards check and confirms if your considered small in accordance

with size standards and eligible for Government coactting.

SBA Eligibility - Size

Confirm this is your primary NAICS code: *

© Yes

) No

Small Business Size Standards

750 employees

Select the number of years you are reporting to support your assertion of firm size. *

0-1 -

Complete the table below to determine if the firm is considered small in accordance with its primary North American Industry Classification System

(NAICS) code. *

Year-End

2018 - 2017 2016 2015 2014
Number Of Employees 500
Average Number Of Employees 500

© Eligible for Government Contracting

Based on the information you provided, the firm is considered small in accordance with its primary North American Industry Classification
System [NAICS) code.
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If your Firm is not eligible for Government Contracting, then you shall not be able to proceed furtherenmsr
with your application.

2.3.2 Business Type Eligibility Check

The applicant firm must be a feprofit business into quality for SBA small biness program and should
confirm your primary business type as per SBA data.

SBA Eligibility - Business Type

Is the applicant firm a for-profit business? ~

@Yes
N

|_|N0

Ny

Confirm this is the applicant firm's Primary Business Type: Partnership or Limited Liability Partnership
N
O

Yes
No

)
()
L

If you have any disagreement with your primary business type data pulled from SAM, you must update
your business type in SAM before proceeding further.

2.3.3 SBA EligibilityDebarment

The application allows submission of the application for SBA small business program only if the Firm or
any of its owners not have an active exclusion in the System for Award Management. If an applicant or

one of its principals is on the Gerar Services Administration (GSA) list of debarred and suspended
bidders, the Firm is ineligible for the WOSB program

SBA Eligibility - Debarment

Does the firm or any of its owners have an active exclusion in the System for Award Management? *
) Yes

|f \n
-
@ No
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2.3.4 SBA EligibilityCitizenship Aaministraton

To qualify for the SBA Small Business Programs, the applicant must be a US Citizen.

The applicantmust provide proof of US Citizenship documents. The following qualify as proof of
citizenship documents:

9 Birth Certificate

1 Certificate of Naturalization

1 Unexpired US Passport

1 Consular Report of Birth Abroad of a US Citizen (Forr2#3).

SBA Eligibility - Citizenship

Is the applicant firm at least 51% owned and controlled by U.S. citizens? *

@Yes
ey

) No

-

© Citizenship
Please provide Proof of U.S. Citizenship documents. The following qualify as proof of citizenship documents: Birth Certificate,
Certificate of Naturalization, Unexpired U S_ Passport or Consular Report of Birth Abroad of a U S Citizen( Form FS-240).
Note: All owners will be required to submit proof of U.S. citizenship in later screens.

Proof of U.S. Citizenship | Use Existing Document

Completing the SBA Basic Eligibilitchecks, the user will be redirected to the Dashboard. The
Dashboard contains an SBA Basic Eligibility section where the user can see the responses of all the
=DA?A: ADALQ | M=KL AGF Ky EfitRespo@®AF DAFIC®&= 9FKO=JKJ] ; DA

[SBA Basic Eligibility -
Size
Confirm this is your primary NAICS code Response: Yes
Eligible for Government Contracting? Response: Yes

Business Type

Is the applicant firm a for-profit business? Response: Yes
Confirm this Is your Primary Business Type? Response: Yes
Citizenship

Is the applicant firm at least 51% owned and controlied by U.S. citizens? Response: Yes

Edit Responses

If the user signs out from the portal without completing the SBA Basic Eligibility questions, the system
shows the Dashboard page on the next login.

Under the SBA Basic Eligibility section, the portal shows a warning message rieggitte incomplete
status of the eligibility questions witlthe link to complete the responses
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The warning message appears until the user completes the eligibility questions.

More Details +

SBA Basic Eligibility +

SBA Eligibility - Incomplete
There are unanswered SBA ELigibility questions that need to be completed before an application can be created. Ple@se click here to cbmplete

the SBA Eligibiity.

2.4 Delegates

A delegate is a person enabled by the applicantto induF KHGF K=K 9F< <G; ME=FLK G
behalf. However, the applicant is directly responsible and must complete the application's attestation
questions and electronically sign the application before submission.

The applicant can add a delegate in tweays.

Once the user creates the WOSB application, the portal displays the question/option to add a delegate
ORthe applicant can add the delegate in the application overview page.

. ! DA; Rewla@lcatorA DAFC AF " 9K@: G9J<
.  1=D¥edL >IGIM=LK@=& W& assigning delegate for this applicatioh?
. Click thelAssign Delegatébutton
IV.  Fill in delegatedmirst Name, Last Name, and email
V. | DA ; Send|@iatioh to Collaboratd : ML L GF
VI. Delegate receives an email and creates an accounfdipwing the steps of Account creation.

VIl. By clicking the icor@, the user can update delegates info, enable/disable the delegate, and
can send reminders to the delegates.

VIl. ! DA; BexR @=MLLGF LG ; GEHD=L= L@= HJG; =KKg
Delegate Name Delegate Last Name Email Status Actions

Ann Susan Active

Edit
Reminder

Disable Delegate

In the Application Overviewpage,L @= MK =J ; 9 MelegateshO 'LL@=K @@POK IL @= <=L
delegates.
The user can assign the delegates by filling the details using the same steps given above.
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WOSB Initial Application - CAS-01404-QON3H9
Owner: JOHN FLOOD (5082472268)

Overview Delegates Messages Documents

Delegates

Are you assigning delegate for this application? *

@ Yes
) No
Add New Delegate

Delegate First Name -
Delegate Last Name *

Email *

Send Invitation to Collaborate

The invited delegates receive an email for notification of collaboration. He/She shall log into the Certify
9HHDA; 9LAGF 9F< >ADD L @= 9 Havixver, the Ap@liEant GFdiretth@= 9 HH
responsible and must complete the application'sttestation questions and electronically sign the

application before submission.

2.5 WOSB Eligibility

In order to be eligible for applying for Small Business Programs, the Womened small businessust
meet the following eligibility criteria.

1 Atleast 51% owned and controlled by one or more women who are US citizens

1 Ownership must be direct and not subject to conditions
1 A woman or women must manage the day to day operations and provide verifying documents

2.6 WOSB Document Uploads

2@AK K=; LAGF <=L9ADK L@= 9HHDA; 9FLAK J=I1 MAJ=< <G;
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Afirm must be at least 51% owned and controlled by women who are US citizens and must provide
supporting document for proof of US citizenshifp be eligible for the WOSB PrograrAll the owners
will be required to submit proof of US citizenship. The following qualify as proof of citizenship
documents:

I.  Birth Certificate

Il.  Certificate of Naturalization

Ill.  Unexpired US Passport

IV.  Consular Report of Birth Abroad of a US Citizen (Forr2#3).

If the appli@ant(s) is subject to any conditions, executory agreements, voting trust or other
arrangements that cause or potentially cause ownership benefits to go to another person, the applicant
should provide the following documents.
I.  Copy of the joint venture agreeemt, if applicable
II.  Copy of the written agreement (an executory agreement, voting trust, or other arrangements),
if applicable

The qualifying women must own 51 percent of the firm directly. The 51 percent ownership may not be
through another business enty or a trust (including employee stock ownership plan) that is, in turn,
owned and controlledby one or more women or economicallgisadvantaged women. However,
ownership by a trust, such as a living trust, may be treated as the functional equivalenmivagoship by

a woman or economically disadvantaged woman where the trust is revocable, and the woman is the
grantor, the trustee, and the sole current beneficiary of the trust. If the ownership is not direct and/or
51% ownership held by the trust with theoaditions above, the applicant should provide the following
documents

I.  Direct Ownership document, if applicable
Il.  Trust Document, if applicable

Based on the business type, the applicant must provide documents to show the 51% ownership in the
firm as detailed below.

In the case of a firm that is a partnership, at least 51 percent of each class of partnership interest must
be unconditionally ownedby one or more women or in the case of an EDWOSB, economically
disadvantaged women. For purposes of this requirement, general and limited partnership interests are
considered different classes of partnership interest. Applicant should provide the follayito show

the partnership interest

I.  The partnership agreement and any amendments, if applicable
Il.  The partnership agreement (General and limited partnership), if applicable
Ill.  An assumed fictitious name document (Doing Business As or DBA), if applicable

In the case of a firm that is a corporation (Corporation &8rp) at least 51 percent of each class of
voting stock outstanding and 51 percent of the aggregate of all stock outstanding must be
unconditionally owned by one or more women, or in the case of aDVEEOSBIn determining
unconditional ownership of the firm, any unexercised stock options or similar agreements held by a
woman will be disregarded. However, any unexercised stock option or other agreement, including the
right to convert nonvoting stock ordebentures into voting stock, held by any other individual or entity
will be treated as having been exercised. The corporation shall provide the following documents to
support the program application
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The articles of incorporation, byaws, and any amendrants, if applicable
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signed per the bylaws (this also applies to all canceled stock certificates), if applicable

AN assumed fictitious name document (Doing Busss As or DBA), if applicable

In the case of a firm that is a limited liability company, at least 51 percent of each class of member
interest must be unconditionally owned by one or more women or in the case of an EDWOSB. The
applicant shall provide theollowing to support the program application,

Articles of Organization (also referred to as Certificate of Organization, or Articles of Formation)
and any amendments, If applicable

Operating Agreement and any amendments that show that one or more womerveseas
management members, with control over all decisions, if applicable

The Joint Venture Agreement if applicable

An assumed fictitious name document (Doing Business As or DBA), if applicable

In the case of a firm that is Sole Proprietorship, shall provide the following

An assumed fictitious name document (Doing Business As or DBA), if applicable

2.7 Women Ownership

The application shall allow the Firm to submit WOSB / EDWOSB progugplication based on their

eligibility.

To continue with the WOSB application, decide whether to proceed as a W@®Br an EDWOSHBrm,

Navigate to theApplicationOverviewpage,
Click thelOwnershipAink
The portal displaysieclaration statements Read and click thEAcceptoutton
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